
Thanks for joining us for the 2nd portion of this Hot Topics session.  We will be talking 
about DCN data as it relates to MOWINS, PROD and Crystal Reports. 
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In the future, we will be interfacing MOWINS with the mainframe to connect WIC 
participants with their Departmental Client Number or DCN number.  In the meantime, 
we are working to assure that all WIC participants have a DCN number assigned to 
them and it is entered into the PMI field. The next slide shows you where the PMI field 
is located in the MOWINS folder.  You should do a thorough search in PROD for each 
WIC participant that doesn’t have a DCN in their PMI field and enter the DCN number 
or if they do not have a DCN number, you should assign them one and enter that 
number into the PMI field. Also note, that if the DCN number has a leading zero, please 
enter that as well.   
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The PMI field is located on the Demographics tab just above the box for Race/Ethnicity.  
You should NOT enter anything other than the DCN number for the participant in the 
PMI field.  Do not enter all zeros, the word none, or any other HH members DCN in the 
PMI field.  This DCN entry should be for the participant whose folder you are in at the 
time.  Now, lets look at how to search for and assign DCNs in PROD. 
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Searching for a participant in PROD:  After you have successfully logged into PROD and 
are at the blank screen, you will be typing the letters SCLR which is the screen used for 
searching for participants.  You will type SCLR and press the Enter key on your 
keyboard.  Note:  If using the Enter key does not work, use the CTRL key. 
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This screen is the SCLR screen where you enter the search criteria for your participant. 
Please remember a person may be in the system under a previous name so be sure to 
search for all possible aliases.  Also, a person’s information could have been entered 
incorrectly including the gender or DOB so ALWAYS do a thorough search before 
assigning a DCN.  The following slides show how to fill this out properly to get the best 
search results. 
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You will always use the HHN in the system code and the birth date will always be 
entered in the MMDDYYYY format, for example a person is born on April 5, 2014, you 
would enter 04052014.  You will always enter Y for yes on the Wide Search as well.  
Once you’ve entered your search criteria, the completed SCLR should look like our 
screen on the next slide. 
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Lets search for John Test.  He is a male with a DOB of January 1, 2006 and yes, we want 
to do a Wide Search.  Once you have pressed the Enter key, the next screen will display 
showing any persons with similar information and DCN.   
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As you can see in the example, we did not get a result for John Test and we don’t know 
of any other aliases for him to use as our search criteria. It is at this point that we can 
assign him a DCN number by pressing the F4 key.  If the Assign DCN option does not 
show in the options at the bottom, press the F9 key until it does.  
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You will then be prompted to fill in the Race/Ethnicity and Language for the participant.  
You will use X for your Language selection and use Yes/No for your Ethnicity and Race 
selections.  After you have made your selections and marked them appropriately, type 
the word Yes at the bottom of the screen where the word NO is located and press 
Enter.  This confirms your selections. 
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On this screen, you will be verifying the information you entered is correct in order for 
the system to create a DCN for your participant. If corrections are needed, leave NO in 
the Verify field and press Enter.  You will be returned to the SCLR screen.  The SCLR 
screen displayed will contain the search information previously entered and at the 
bottom you will see the message:  “Assignment not verified”.  You can then correct 
information on the SCLR screen and repeat the steps for assigning a DCN if necessary. If 
the information is correct, at the Verify line, type the word, YES and press Enter. 
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Once you have verified the information is correct, the system will show the DCN 
ASSIGNED in the first field and a message will appear at the bottom stating DCN 
ASSIGNED.  The number now created can be entered in the PMI field in MOWINS.  If 
you are done assigning the DCN for the participant, you can then press the Pause Break 
to clear the screen and continue working.   
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We have just finished reviewing how to search for and assign a DCN in PROD.  Are there 
any questions about what we have just reviewed? Now, lets look at the data reports in 
Crystal Reports. 
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There are 3 reports in Crystal Reports that can help you to clean up your agency’s data.  
They are found in the Administrative Management folder titled:  (Medicaid id (PMI) and 
External id Eligibles), (Medicaidid (PMI) and External id Mis-Matches), and Participant 
Records Missing DCN.  Lets take a look at the first report. 
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This is the Medicaidid (PMI) and Externalid Eligibles report.  For this report, you will 
have to enter your 3 digit agency number and click the Add Range button to get data 
specific to your agency.   
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This is the Eligibles report.  It shows participants who may have a potential DCN.  In the 
example shown, John Test has a DCN.  Lets search for John Test in PROD to see why he 
is showing up on this report. 
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In our SCLR search for John Test, it is revealed that he has 2 DCN numbers and the 
information for both DCNs is correct.  This is why he shows up on this report.  What is 
our next step? 
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You will first enter the lower of the 2 DCN numbers in the PMI field in MOWINS.  Then, 
you will fill out a WIC-38 reporting that John Test has 2 DCN numbers. Also note, there 
may be a discrepancy with the Name, Gender, or DOB entry, so you will need to correct 
anything that is wrong in the MOWINS folder OR if PROD has the information incorrect, 
report that on a WIC-38.  Any questions so far?  Now, lets take a look at the 2nd report. 
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This is the Medicaidid (PMI) and Externalid Mis-Matches report.  For this report, you 
will have to enter your 3 digit agency number and click the Add Range button to get 
data specific to your agency.   
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The 2nd report is the Mis-Matches report. John Test is showing as having a DCN in both 
the MOWINS PMI and the MOWINS External ID fields.  Let’s look at the DCN numbers in 
those fields.  Are they the same?  No, the number in the PMI field has been entered 
starting with a 5 instead of a 6 like it should be according to PROD.  Don’t forget to 
check name spellings, DOB and gender for discrepancies.  So what do we do next? 
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You will correct the DCN entry in the PMI field and if you haven’t done so already, fill 
out the WIC-38 reporting that John Test has 2 DCNs and submit it to the WIC Help Desk 
via email or fax.  Any questions so far?  Now, lets look at the last report. 
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This is the Participant Records Missing a DCN in the PMI field.  For this report, you will 
have to enter your 3 digit agency number and click the Add Range button to get data 
specific to your agency.   
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This report shows us all participants who do not have a DCN number entered in the 
PMI field.  For the purpose of this example, lets pretend that John Test does not have a 
DCN entered in the PMI field.  What do we do next? 
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You will need to do a thorough search in PROD for John Test and enter his DCN number 
in the PMI field in MOWINS.  If there is a duplicate DCN for him, then enter the lower of 
the 2 numbers in the PMI field and report the duplicates to the WIC help Desk on a 
WIC-38 form.  Don’t forget to check for other discrepancies with Name, DOB and 
Gender and make changes in MOWINS as necessary or report on the WIC-38 any 
changes needed in PROD.  Any questions so far? 
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It is recommended that you review these reports monthly to keep updated on any 
records that do not contain a DCN number or may need corrections.  It is important 
that all Missouri WIC participants have a DCN number assigned to them and it is 
entered in the PMI# field in MOWINS.   
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Here are some important things to remember from this part of the Hot Topics session. 
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If you have questions about this part of the session, feel free to call or email the WIC 
Help Desk.  Thank you for attending this Hot Topics session and for helping us clean-up 
the data in MOWINS!  You are greatly appreciated and your efforts make a difference!   
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